N-FOCUS Major Release

Children and Family Services
March 17, 2013

A Major Release of the N-FOCUS system is being implemented March 17, 2013. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.
Note: This section will only appear when there are tips, enhancements or fixes specific to
Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD/MED,
ADC/MED, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

Claim and Claim Item Create/Modify User ID Tracking (New)

With this release, the User ID of the person or automated N-FOCUS process that creates
and/or last modified a claim or claim item will be displayed.

To view this information for the Detail Claim window select Detail>Tracking.

B -rocus - Detad Claim

ON-LINE PRE
Claim Information
~ Claim Type Batch Number
Lo ProviderContractor Claim Number 2260729
¢ Case Person Office m OMAHAS

Lig .l':.!‘;u iy Sl

Result: The Detail Claim Tracking Created/Modified By information displays.

Created By DS52927 03-04-2013 07:56 AM
Modified By DS57927 03-04-2013 07:56 AM

T

The Claim Item information will display on the Detail Claim Item window.

N-FOCUS - Detail Claim Ttem
Actions Detal Options Goto

Claim
I;lumher 22607293 Line 1 Version 1 |
Case Person Service Auth
Number [FFEEED] f?l Nbr [4212:
Name DANIEL DRYER Type Provid
rService Dates ———— Service Frequen
Begin [02-01-2013 ﬁnay =
End I _2g-
¢ Joz-28-2013 T Relative Provider
Reduction Beasons | Adjustment Reasons |

Create DD Funding Exception |

Program CC 0P Amt

Fund UP Amt

Child Care Development Fund

Status APPROYED As Of 03-04-2013

Created By DSS2927  03-04-2013 07:56 AM
Modified By D8SZ927  03-04-2013 08:05 AM

1 1

Note: Claims and Claim Items created/modified prior to this release will not have these new fields
populated.
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List Approved Providers (Change)

The Resource Development work group had asked for a way to show in N-FOCUS that an
organization that provides services to our clients is or is not willing to take on new clients. We
have added a Yes/No indicator, “Accepts Referrals” on the Detail Service Provider window, so
workers can indicate that a Service Provider is or is not willing to take on new clients. This new
indicator will then display on the List Service Provider window in the new column, ‘Accepts
Referrals’. At the request of the work group the ‘Accept Referrals’ indicator will default to NO
for the following N-FOCUS Programs:

Social Services Aged and Disabled (SSAD)
Waiver Aged and Disabled (AD)
Personal Assistance Services (PASS)

. . 1 :
We will also run a conversion program \D Gl

to set current providers in these programs
to NO. Workers will have to go into N- HoldNew | hccepts
FOCUS to manually change the indicator to VES | HELPER, MARY more |
Yes if appropriate. Service Providers in all
other Programs will default to Yes.

Also, with the April 7t Interim Release,
we will add new functionality in regard to Owner Business Ao Nome
searching for the List Service Provider, this Provider Business As Name
will include being able to filter the Print
List. This will allow the ability to print a list Wark
of providers who will accept new referrals,
a list of those providers who are not willing

| Provi

Providers

Auth Referrals | Provider Name

NO JOE'S HOME

Owner Name

Provider Address Provider Telephone Numbers
Home:

TDD H:
TDDW:

to accept new referrals, and a list of both. . e s

Accessing the List Provider Window

To access the List Provider window, follow these steps:

1.

N

From the N-FOCUS Main Menu, select the Services icon.

Result: The Search Service Type window displays.

Select the appropriate Program.

Select the Search push button.

Result: The List Service Type window displays.

On the List window, locate the appropriate Service Type and select the Open icon.
Result: The Detail Service Type window displays showing the list of Programs that
use the selected Service.

Select (highlight) the appropriate Program in the Program Service group box.
Result: The List Providers pushbutton enables.

Select the List Providers pushbutton.

Result: The Search Approved Provider window displays.

Enter appropriate search criteria, County, City and Zip Code or City and Elementary
School.

Select Search pushbutton

Result: The List Approved Providers window displays.
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Email Address (Change)

When you add or change a person’s physical address in N-FOCUS and at the same time add
or change that person’s Email address, the Email Address doesn’t always save. With the March
Release both addresses will save.

Alerts

RD — Alert #401 - Suitability Assessment

Resource Development workers had asked that they receive an electronic Alert whenever a
SDM Assessment of Placement Safety and Suitability is created for an organization to which
they are assigned. This alert will be sent to anyone assigned to the Org when an APSS is created.

Alert Text:

A SDM Assessment of Placement Safety and Suitability has been created for <Org Name>,
ID # <~>

Suppress License Renewal Letter for Tribal Facilities (Change)

With the March 20, 2013 Batch Release, there will be the following change:

Currently Alert #192 is sent out three times in relation to a License Expiration date. The first
alert is sent at 9o days prior to the Effective End Date of the License. Along with the 9o day
alert, a License Renewal Letter is also generated. Because Tribal facilities are not licensed
through the State, they should not be receiving the Renewal Letter. With the March Release an
edit will be set in place that will suppress the Renewal Letter from being created, but still have
the Alert be generated.

Correspondence

CC Service Authorization Notices to OnBase (Tip)

Note that all CC service authorization notices are sent nightly on a file to OnBase. Unless
approved for an exception, the CC provider must view notices electronically on the CC Claims
Web Portal. The correspondence windows in N-FOCUS continue to retain the status of “Print
Batch” even if the notice is not sent from OnBase to the Print Shop.

Review/Recertification Letter (Tip)

If you create the Review/Recertification Letter it will not show in Correspondence. This
letter gets created that night in batch so the PIN number can be listed in the letter. This letter
created by the worker will never show in correspondence.
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Document Imaging

Printing a Bar Code (Tip)

If you are printing a barcode for a
document that you are sending to the
client you must select the Generate Alert
box. This box use to be checked by
default but now you must select this box

to generate the Alert.

If the Generate Alert box is not
checked, the Mail Received Alert does not
get created when the document is

returned.

Deleting Documents (Tip)

B3 N-FOCUS - Print Bar Code

=
- e ——

Person
Name

Number

Category

Printer Options

MOM TEST

38276199

APPLICATION

BACKGROUND CHECK

CHILD CARE AND SOCIAL SERVICES BLOCK GRANT
CHILD SUPPORT

CONFIDENTIAL

CORRESPONDENCE

EDUCATION

EXPENSE

HEARING

HOME STUDY

1D CITIZENSHIP AND RELATIONSHIP

~ Generate M:ﬁ

* Use Default Printer  © Select Printer

Number of Copies [T

I Cancel Help

Do Not delete documents that need to be attached to a different person. Send an e-mail to
one of the ANDI Centers to have the document corrected. If the ANDI center does the

correction we have a history of the changes.

Expert System

Expert system Notices Navigation (New)

The navigation for Expert System notices was redesigned so that at any point a staff person
exits from Expert System or is ready to check in a case, a message will pop up asking if they want
to run Notices. Before allowing the user to check in the case, either Yes or No must be selected

to the Run Notices question.

Existing functionality has not changed.

NFOCUS - Navigator

e Actions VYiew | Goto | Help

=

F.

B ERRREED

IS Data Collection |

Every time the Close Navigator icon is selected, Notices will run automatically.

The Run Notices dialog box will automatically display before a case can be checked in. See

below for the new message that displays.
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made that would create a notice, the
following message shown to the right will
appear:

made (budget changes, Case or Participant
actions taken), the Notices will be created

and will create the Notice the same way it
always has.

the notice has been reviewed and up dated if
needed, the Expert System navigator can be
closed. A question will be asked if the
notice(s) should be saved.

Select Yes to create notices. Any changes made today to Expert System program
cases will be used in creating the notice, Select No and notices will not run.

If Yes is selected and no changes were

Messagel!

(B

If Yes is selected and changes were

Mo benefit change(s) detected,

A notice was not created.

OK |

The Notice of Action window will display

4 NFOCUS - Navigator JANA JACKALOBE 101

SR

File Actions View Goto Help

EEE

R B =B [

All notices functions are available. When

Notices of Action [ Notice [ Notice Recipient(s)

[PC Name [Program

[PC Number [PC Asst

Notice 1 JANA JACKALOBE, JACKSON JACKALOBE
JACKALOBE JANA SNAP
JACKALOBE JACKSON AABD/MED

54437119 |
13878878

Override Groupings | Updaie Recipients | Heln |

Tasks | Notices Current

| Runring Notices of Action

12152012 |8.3936

e Yes will save the notices and return the  confirm

=]

user to the case status window

¢ No will not save the notice(s) and the
user will be returned to the case status
window

[%] N-FOCUS - Case Status =N R
File Actions GoTo Help

Do you want to save your Motices of Action?

Cancel

Select a case to process:

Case ID Case Name Status
00000100 SIMON COWELL CASE_READY
0000010;

JANA

00000102 BETSY BOLLY CASE READY
00000103 SARA SANDSTONE CASE READY
00000104 MONIQUE MIRACLE CASE READY
00000105 LAURALEE LU CASE READY
00001216 NOT COPY NR PCAL CASE READY
00200530 599 CHIP NON-PART CASE READY

11-29-2012  [08:29:41
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Tree List (Change)

The PC Name/Payee task has been changed to read
Name/Payee/NH Rep‘ File Actions View Goto Help

The Collections Task and the LIHEAP Task have been moved E

- Case Maintenance
----- Case Actions

----- Other Role Actions
----- Household Status
----- Participant Actions |
----- Name{Payee/NH Re
----- Prorate/Expedited

----- Review/Recertificatio
----- Certification Period
= Eligibility
----- Collections
LIHEAP
Summaries
Utilities
CWIS

5[0

Family Relationship (Change)

The Adoptive Parent/Child relationship in the Family Relationship module must be entered
before the Adoption module can be processes.

Note: The adoptive parent/child relationship is required for Federal Reporting.
Guardianship Module (Change)

It is now required to document the dates that the child lived with the guardian in the
Guardianship Module. This is necessary for the GAP Kinship Guardianship Program.

Funding Detail (Change)

The dates for Living with a Specific Relative are now only required for current wards in the
Funding Detail.

Children and Family Services

SDM Intake (New)

Functions based on the Structured Decision Making Intake tools are now available for intake
workers to screen C/AN, Dependent Child, and Adult Protective Services Intakes. The
information entered into the tools will determine whether the report meets the criteria to accept
for assessment/investigation and, if so, what priority it will have.

The Screening Decision button on the Detail Intake Window becomes enabled once the
intake is saved as a C/AN, Dependent Child, or Adult Protective
Services intake. Screening Decision
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SDM Intake Screening

After clicking the Screening Decision
button, the SDM Intake Screening window
will display. The Intake Name, Type,,
Number, Received Date, Initial Screening
Decision, Final Screening Decision, and
Cross Report Required will display.

e All Vulnerable Adult Status Questions
must be answered and the window
saved before proceeding.

e Child intakes only have one question
to determine if a cross-report to APS
is required.

e Adult intakes have four questions for
vulnerable adult status screening and
one to determine if a cross-report to
CPS is required.

e After the window is saved, the cross
report required (yes or no) is
displayed and the Screening button
enables (for APS only if 1 or more of
the 1t 4 vulnerable adult questions is
‘yes’, if all are no the Override button
enables).

e Now click the Screening button.

Special Considerations:

e The SDM Screening Detail window
will display.

e Inthe Screening Types drop down,
Special Considerations and
Maltreatment types are listed.

e Select the Appropriate Special
Considerations to determine if a
collateral call is needed. At least one
option must be selected.

e If no Special Considerations Apply,
select the last option. At least one
selection must be chosen. If the last
option is selected no other options
can be chosen.

CPS SDM Intake Screening Window

[ Focus-son ke scree S e s
File Actions GoTo Help
][] == [ B]E]
Intake Name Intake Number 406 ADD
Intake Type Child Abuse/Neglect Received Date 04-21-2013
ing Detail
Initial Screening Decision Screening
Final Screening Decision Oyeriiles

Cross Report Required
Intake Notification

r Adult S

Does the report involve an alleged victim who may be a vulnerable adult? ;I | j

=
22101 ams | osse

APS SDM Intake Screening Window

] s -son i sceemng e
File Actions GoTo Help
1] == [y [7] S

Intake Name Intake Number 407 UPDATE
Intake Type Adult Protective Services Received Date 04-21-2013
ing Detail
Initial Screening Decision SErenli)
Final Screening Decision Overrides

Cross Report Required YES-CHILD ABUSE/NEGLECT

Intake Notification

r Adult S
Does the reporter describe an alleged victim who has a guardian appointed by the Nebraska e -]
Probate code or the authority of another state? =l
Does the report describe an alleged victim who is currently receiving qualifying services? =l fves -]
Does the reporter describe an indicator that an alleged victim has a substantial functional SR
[impairment? B
Does the reporter describe an indicator that an alleged victim has a substantial mental ;I IYes j
[impairment? =
Does the report involve an alleged child victim? = w hd

- ocus
0221 1 am3 | ose

5 v rocv o sceen ot o]
File Detal GoTo Help

S
[ ][] == 7] ]
Intake Name Intake Number 406 ADD

Intake Type Child Abuse/Neglect
ing Detail
Initial Screening Decision

Received Date  04-21-2013

Final Screening Decision

Screening Types © |Special Considerations =l

(] Under age 25 AND one of the following:
] Alleged to have mental health diagnosis
] Alleged to be using methamphetamine
(] Former state ward
1] Alleged to be invevied in a relationship invelving domestic violence
] Has a criminal history involving violent crimes
Has a current open CPS or APS case
Has had four unaccepted reports in the past six months
Has had a previous termination or parental rights or relinquishment due to HHS intervention with pare
No special considerations apply. None of the circumstances listed above are present in the current r(

| I o

View Full Text

Juz—zm
04212013 | 09:22
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Maltreatment Types:

L loix]
Fle Detal GoTo Help
* Select the appropriate Maltreatment
Types based on the information in the [ makeome Intake Number 405 pres
report- At least One option must be ﬂlnlake. zy;i‘“:::hlldAh“SEINEHIEd Received Date  04-21-2013
Initial Screening Decision
SeleCted' . Final Scr:enini Decision
¢ When selecting a sub-category the e L e m—
category which it resides will O =
automatically select. E i Unncacontic use o
ruel punishment
e If No Maltreatment Types apply select (1 Emolonslsbuse
the last option, ‘No Allegations Apply”. ||"" () "fwscaveges
If that option is chosen, no other e e e A ——
options can be chosen. {1 Medtent et af  handicapped infant
J (] Failure to provide proper supervision _.l;l
View Full Text
. n2-2 [0
e Once Maltreatment Types and Special 2 sz |z
Considerations are entered and the window is saved, the Initial Screening Decision will
display. Close this window to return to the SDM Intake Screening window. Now the
Overrides button will be enabled on the SDM Intake Screening .
window. Click the Overrides Button to open the SDM Intake Overrides
Screening Overrides window.
Note: In some cases specific Maltreatment Types will require corresponding allegations
when selected.
Overrides:
e Select ‘Yes’ or ‘No’ for each pohcy Intake Name Intake Number 406 ADD
Override that applieS. Multiple ﬂlnlake.T:?Ehi(IJhlld Abuse/Neglect Received Date 04-21-2013
policy overrides may be i ScrcningDecsion ez
highlighted and answered at once. | 1 =2t
[} If no Policy Overrides apply Select Yoot o » One or more mandatory overrides are applicable [mark all that apply]
‘Yes, Or ‘NO, for a Discretionary Refer to Law Enforcement - Family ar!d .per.pellalur reside in another state, but i.m:id:n( uc.:um:d in Nebra
Override. If a Discretionary T T T e e L (Lo e et Lt o RO e
OVerI‘ide iS ‘Yes’ an OVerride g:lseugfgg.li?;t:nm“;;“::?:‘r‘?;n:;;‘:;:: :i;rzlrlfllder, but was a child at the time of the alleged maltreatment [applit
Narrative is required. Collmeral Cantck mdiemtes thal the veport 1 ot sredible oY COENEY AT anguing easeuorl
e If ‘No Overrides Apply’, check that o | 2
Py,
box to automatically enter no for [ T
all overrides. o Y Override I_[I
. T Yes £ No l—;, Override Marrative
e Click OK to return to the SDM
Screening Window and now the I™ Mo Overrldes Anply
Final Screening Decision will == T —

display.

After the SDM Screening and the rest of the initial
entry of the intake is complete, close the intake from
the action menu. The Select Status Reason window

displays. When a status reason selected requires a
priority for a DHHS response, the SDM Response
Priority window will display after clicking OK.

Page
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SDM Response Priority

The SDM Response Priority is complete for
intakes that require a DHHS response. The
Intake Name, Type, Received Date, and Close
Reason will display on the window. The Priority
Response button will be enabled.

Priority Response:

e C(lick the Priority Response button.

e The Priority Response Detail window
will display.

e For APS intakes, one set of questions
will display to determine the Priority.
At least one selection must be made.
Select ‘None Apply’ if none of the
questions can be checked indicating a
‘Yes’ response.

e For Child intakes, up to four sets of
questions based on the maltreatment
types selected in the SDM Screening.
At least one selection must be made
on each available set of questions.
Select ‘None Apply’ if none of the
questions can be checked indicating a
‘Yes’ response.

e Either use the drop down, ‘Save and
Previous’ or ‘Save and Next’ buttons
to navigate between the Child
Maltreatment Type sets of questions.

el
Fle Action Detal Help
rIED
Intake Name ADD

Intake Type CHILD ABUSE/NEGLECT Received Date 04-21-2013

Close Reason  Unable to Identify - Accepted

- ing Detail

| Priority Response

Overrides

Initial Response Priority

Final Response Priority

d By

Supervisor

n-Focu
02214 04712013 | 10:00
—_—

—loixl
Fle Detsl GoTo Help
e
L[] E ] [7] e
Intake Name ADD

Intake Type CHILD ABUSE/NEGLECT
Close Reason Unable to |dentify - Accepted

LEUCELLLD by LN e glect (excluding emotional) and dependen &

Does the allegation involve:

Received Date 04-21-2013
Initial Response Priority

A child death and other children remain in the home?
A child without any caregiver?
a child atthreat of imminent harm due to lack of appropriate supervision?
a current or habitually unsupervised child under the age of 67
A current or i pervised child with a disability?
i living itions?
A child who needs emergency medical care?
A child with diagnosed malnutrition or failure to thrive?
Domestic violence in the home puts a child at imminent threat or harm?
An alternate caregiver who is no longer willingfable to care for the child?
An inappropriate alternative caregiver?
An unsupervised child between the ages of 6 and 10?
A child with unmet medical needs for a chronic or serious, but non-life-threatning condition?
A caregiver providing drugs to a child?
A child who was present in the home during the injury of a caregiver during an incident of domestic v
None apply

. | i

Save and Previous Save and Next | ¥iew Full Text |

[n-Focu
04212013 | 10:16
| B0, 21, 20T L0

Once Response Priority question entries are completed and the window is saved, the
Initial Response Priority will display. Close this window to return to the SDM Response Priority
window. Now the Overrides button will be enabled on the SDM Response Priority window.
Click the Overrides Button to open the SDM Intake Screening Overrides window.

Page
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Overrides:

Intake Name ADD
Intake Type CHILD ABUSE{NEGLECT Received Date 04-21-2013
[ ] Select ‘Yes, or ‘NO, fOI' each Close Reason  Unable to Identify - Accepted Initial Response Priority 2
policy override that applies. | ... overde
Multiple policy overrides _ _
. . One or more mandatory overrides are applicable [mark all that apply]
may be highlighted and YesiNo
answered at once. kﬁ:girt;h\]rrigiw'lei?iﬁu;::ﬂ:rlnate safeaeanr::]imnhent pending a priority 2 or 3 response

e Ifno Policy Overrides apply
Select ‘Yes’ or ‘No’ for a
Discretionary Override. Ifa | —
Discretionary override is el ]

‘Yes’ an Override Narrative  Discretionary Override

e If ‘No Overrides Apply’,

™ No Overrides Apply

check that box to
automatically enter no for ok | _cwee | wew |
all overrides. 0421-2013 | 10:28

After overrides are completed, click ‘OK’. If this is the initial entry of the SDM Response
Priority, the Response Priority windows will close and the Close Intake Confirmation will
display. If it is not the initial entry of
Reponse Priority, clicking OK will return
to the SDM Response Detail window. Intake Status will be changed to CLOSED and the Status Reason to
Close that window to return to the Intake Unable to Identify - Accepted - Priority 3
Detail window or if updating Priority
Response to display the Close Intake
Confirmation.

N-FOCUS - Close Inta

These and any other changes to the window will be SAYED now.
[No further updates will be all d)

Do wou want to continue?

Yes No |

e Click ‘Yes’ to complete the close of the intake.
e Click ‘No’ to return to the Intake Detail window with the intake still in ‘Open’ status.

When an intake is in Close, Approved, or Final status the bbb =
Screening Decision and Response Priority may be viewed by Fie Actionq Detal JGoto Help

using the clicking on ‘Detail’ and selecting Screening Decision or
Priority Response. .‘!M

SDM Households with no Caregiver (Change)

Now SDM Household will be able to be created for children in cases where there is no
Primary or Secondary caregiver. From the SDM Household Summary/Detail

window select the ‘New’ icon to create a new SDM Household. This will open the
Detail SDM Household window.

e Highlight the person and select Household Name. 1-rocus - se

e Select Other or Child for the person’s role. Set Houschold Name As ..

¢ Add additiona persons with the role of Child or Other as needed. ( comeR oo

¢ Enter Referral Date and save the SDM Household.
Page
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Tie Between Intakes and SDM Risk/Prevention Assessments (Change)

Ties to intakes are now required prior to updating a status of an Initial Risk Assessment and
optional for Prevention Assessments. In order to tie an intake to a Risk or

Prevention Assessment use the select arrow for intake to search for the Intake |
appropriate intake.

Once an intake is tied to the assessment the Intake and | [ ‘ —
Allegation icons will enable to flow from the assessment. [P] mll doh nl‘

UNCOPE Substance Abuse Screening Tool (New)

UNCOPE is a six item screening tool used to identify individuals who are at risk of substance
addition. The decision has been made to use this tool with all families in a Child Abuse/Neglect
Intake accepted for Assessment. Although UNCOPE is to be completed on all adults at the time
of the Safety and Risk Assessment, it is independent of SDM.

The UNCOPE Tool is accessed by clicking the UNCOPE icon located on the SDM T
Household Summary/Detail window. urliu"‘

The List UNCOPE Assessment window will display.

e C(Click the New icon to create a new assessment — Or
e Select an existing assessment from the list and click the Open icon

Creating a New UNCOPE Assessment (New)

The UNCOPE Assessment consists of six Yes or No questions and is connected to an

individual. One individual may have several UNCOPE assessments. The current UNCOPE will
be identified by Date Completed.

N-FOCUS - Detail UNCOPE Assessment

File Actions Help

1. Select the out select arrow to
enter the name of the person Name  BILBO BAGGINS
WhO was assessed. Completed By BONNIE BUNNIE Date Completed [01242013 | ‘
2. Select the out select arrow to i of .
enter the name Of the Worker U [inthe pastyear, have you ever drank or used drugs mare than you meant to? = IY::; j
N IHave you ever neglected some of your usual responsibilities because of using alcohol or drugs? j IY::; j
WhO com leted the € [Have you wanted or needed to cut down on your drinking or drug use in the last year? Hlne =
p Mo ]
0 |Has your family, a friend, or anyone else ever told you they objected to your alcohol or druguse? = [[ves =]
Assessment b — -
. [Have you ever found yourself preoccupied with wanting to use alcohol or drugs? v =]
3. Enter the Date Completed E [Have you ever used alcohol or drugs to relieve i i such as sadness, anger, or = [[ves -]
fleld Enter comments as appropriate. Click the Save or Save and Close icon
4. Select Yes or No from the -
drop-down field for each —

UNCOPE question.
Enter Comments as appropriate.
Click the Save or Save and Close icon.

A
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7. The List UNCOPE Assessment
window will display.
e The current Assessment will
be identified by the Date
Completed.

N-FOCUS - List UNCOPE Assessment

File Action View Help

(=7

aEG | (gt
_—c ) |AE

7]

SDM Case Plan Window (New)

SDM |
’7 Name BILBO BAGGINS ID 24763280 ‘
~UNCOPE
Date Completed  Indication Sub

Name Completed By Abuse/Dependence

BILBO BAGGINS 5120 D552918 YES

BILBO BAGGINS -21-2013 DSSZ818  NO

BILBO BAGGINS [ 01-24-20 _j DSS7952  YES

FRODO BAGGINS -21-20 DS57918  NO

SAMWISE GAMGEE 01-20-2013 DS5Z918  NO

The SDM Case Plan window is now available to document the case plan strategies for
specific SDM Households. This window will indicate the Begin and End Dates of the Case Plan,

the Staff Person who created the Case Plan,
whether the Case Plan was Court Modified and
whether there is Family Participation in the
Case Plan. All Persons involved in the Case
Plan are also indicated on this window.

Once the SDM Case Plan has been

reviewed, the Reviewed By information is also
displayed.

Creating an SDM Case Plan (New)

To create a new SDM Case Plan, follow these
1.

Case Plan can be created by following
one of these actions:

e C(Click the Case Plan button

Services>Create SDM Case Plan

If there is an existing SDM Case Plan,

List SDM Case Plan window will display.

Click the New icon to proceed.

If there is not an existing SDM Case Plan,
the Detail SDM Case Plan window will

display.

2. Select the Black Out Arrow to access the

Page
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Select Action>Children and Family

e [ 7

=N |

M

CFS Case Name GALA APPLE| MC# 224 UPDATE
HH Name GALA APPLE
Begin Date 01-23-2013 ID Nbr 25475607 Caregiver Plan | Tied IL Plans |
End Date 05-01-2013 Child Plan | SDM Summary |
Completed By JAN HICKS-HUNT
Status History
Office NFOCUS HELP DESK.
Status Draft Status 01-28-2013
I” Court Modified [ No Family Participation
~Persons Involved in the P
Name Role Permanency Objective
GALA APPLE Primary Caregiver Add
ROME APPLE Secondary Caregiver
FUJI APPLE Child Guardianship Remove
< | IL Plan, |
Reviewed By
’75up:rvi5m On Behalf Of Review Narrative

steps:

From the Detail Program Case window, a new SDM

Case Plan |

| N-FOCUS - Detail Program Case

File Wiew Goto Detal Help

Select Service
Reopen Program Case

E Close Program Case
Issue Replacement Medicaid Card

|  Process Spend Down

}’[ Pracess Premiurm Due:
== Activate Program Case
Update Program Case Mode

the Pl (pdate Gl Supoort Assigument
‘ Children Family Services

P1™ Juvenile Court

[ Employment First
Change Program Person Role

M puplic Institution
Women with Cancer
Adult Protective Services
Select Closed Service

~Pr

Private Adoption Repotting
Disaster SHAP

ABAWD Tracking
QRE Tracking
ADC Income Tracking

E
o &) = 0T+ s34

U i e

Create Historical Placement

Create Legal Action

Create Parental Rights

Create Placement

Create Removal

Create Visitation Plan

Correct Legal Status

Create Approved Living Arrangement

Create Historical Approved Living Arrangement
Create SDM Case Plan

0 PARTICIPAN  AC 11
0 CFS PARTIC AC 11
0 CFS PARTIC AC 11




SDM Household Summary/Detail window.
3. Select the appropriate Household Name.
4. Select the Blue Back Arrow.

N-FOCUS - SDM Household Summary/Detail

P | X |
File Actions Goto Help

1] [« 7]

CFS Case Name BILBO BAGGINS

Master Case ID 4234

Household Name Referral Date  Status Status Begi Sfty Asmnt
Date

Sity Plan

BILBO BAGGINS 12-20-2012 INITIAL ASSESSN 01-17-2013 St: — |
atus A

i 5 o0 IR Y R R U R e Risk Asmnt

11-01-2012 INITIAL ASSESSK 01-17-2013 —

BILBU B
SAMWISE GAMGEE Hi
(s Pryntn Asmnt

Kl |

| Summary| | FSN Asmnt

The Detail SDM Case Plan window will display with the HH Name field populated
with the Persons involved in the Plan listed at the bottom of the window.

5. Enter the Begin Date. _
6. Enter the End Date. e
7. Select the Completed By E EEEEE EIE]

Black Out Select Arrow and ~ [erSGetine 8iR0 BAGGNS B UPDATE

locate the appropriate Staff _

Person/Office Position. S ooam e e

Note: WF::'ELS’:N]E Tatus 01292013 ~ e

R The SDM Case Plan l‘P:‘ounulomﬁ: il_hN;anllyPuninipMInn
could be saved in Draft e Role Permancney Objective
Status at this point. SISE GAMGEE Sccandoy Careguer —

e The Court Modified [l
check box is checked if ] | 2 R
the Court modifies the Ry ——
SDM Case Plan_ Supervisor On Behalf Of Review Narrative

e The No Family

Participation check box is checked if the family refuses to participate in the goals
of the SDM Case Plan and/or refused to sign the plan.

o If this box is checked, a warning message will appear stating it is
mandatory for the Family Participation Attempts narrative to be entered.
Selecting Yes on this message will take you to the narrative to enter
immediately.

o Selecting No will navigate you back to the Detail SDM Case Plan %
window. You can then enter the Family Participation Attempts =
narrative by clicking the Plan Narrative icon.

Page
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Add a Person to the SDM Case Plan (New)
To add a person to the SDM Case Plan, follow these steps:

1. Click the Add button in the Persons Involved in the Plan group Add
box.
e Ifthere is a person in the SDM Household that is not currently in the Case
Plan, the Add SDM Household Participants pop up window will display.
e Ifthere is not a person in the SDM Household that is not currently in the Case
Plan, an informational message will display indicating that no new household
person was detected.
2. Select the SDM Household person to add.
3. Click OK.

Remove a Person from the SDM Case Plan (New)
To remove a person from the SDM Case Plan, follow these instructions:
1. Select the person to be removed from the Persons Involved in the Plan group box.

2. Click the Remove button.
3. Click Yes on the confirmation window.

5]

Do you want to remove the selected person(s) from the case plan?

Entering the Permanency Objective (New)
To enter the Permanency Objective for a child in the SDM Household, follow these steps:

1. Highlight the child from the Persons Involved in the Plan group box.
Note: Children may be multi selected from this list.

2. Click the Permanency Objective icon.
The Maintain Permanency Objectives dialog box displays.

3. Select the Permanency
Objective from the drop down

N-FOCUS - Maintain Permanency Objectives

liSt. Name Person Number
4. Enter the Target Date. FRODO BAGGINS 21902165
5. Select the Concurrent Plan
from the drop down list if
appropriate.
6. Enter the Target Date.
7. Click OK. P Objectiva. | [FRERFVAFYAINERY =
Target Date 04-30-2013
Concurrent Plan [nonE) |
Target Date ||—
The Detail SDM Case Plan

window will display with the

oK | Cancel

Page
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Permanency Objected indicated in the Persons Involved in the Plan group box.

—Persons Involved in the Plan

Name FRole Permanency Objective

BILBO BAGGINS Primary Caregiver Add

SAMWISE GAMGEE Secondary Caregiver
FRODO BAGGINS Child Independent Living Remove

I

4] | 0| IL Plan

\_@

Creating a Child Plan (New)
It is mandatory to create a Child Plan for each SDM Case Plan.

To create a Child Plan, follow these steps:

1. From the Detail SDM Case Plan window, select the Child Child Plan

Plan button or select Detail>Child Plan.
The Detail SDM Case Plan
Narrative window displays.

2. Enter the Goal narrative text. = m
Thls iS a mandatory fleld and Househald Name: BILBO BAGGINS Case Plan ID; 4552602 ADD
must be saved to retain the Goal. | "

3. Select Save and Next or Save Eater e geat n i fld )
and Close icon as appropriate. 5o
When the Save and Close icon is | swes:
selected, the List SDM Case Plan Enter the strategy to attain the goal in this ficld L
window will display with the list E£
of goals entered. e . _
Note: Each goal must have Enter the services that will be provided to help attain the goal in this field. ’%‘

strategies, services and .
progress entered prior to | =0 S —
the Case Plan being R %
finalized. s
=

File Actions Help

[ET[RE ol

Name BILBO BAGGINS Case Plan 4652602
CHILD PLAN
Goal Critical Record Date Text Last Text Last
Needs Updated On Updated By
E Enter the goal in this field 01-30-2013 01-30-2013 D557952
Page
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Creating a Caregiver Plan (New)

Creating a Caregiver Plan is optional for the SDM Case Plan.

To create a Caregiver Plan, follow these steps:

1.

From the Detail SDM Case Plan window, select the
Caregiver Plan button or go to the Detail >Caregiver Plan.
The Detail SDM Case Plan Narrative window displays.
Enter the Goal narrative text.

Note: This is a mandatory field and must be saved to retain the Goal.
Select the Save and Close icon to save the goal and exit the window.

The List SDM Case Plan window will display with the goals listed.

Caregiver Plan

e Additional Goals may be entered by clicking the Save and Next icon or by clicking
on the new icon on the List SDM Case Plan Narrative window.

e Each goal must have strategies, services and progress narrative entered prior to
the Case Plan being finalized.

e If the Critical Need box was checked for any of the goals in the Caregiver Plan,
then the Significance SDM Narrative must be entered. This narrative can be
accessed by clicking on the Plan Narrative icon.

Creating an IL Plan (New)
The IL button (Independent Living) is enabled if the child is at least 16 years old.

To create an IL Plan, follow these steps:

1.

From the Detail SDM Case Plan window, select the appropriate child from the
Persons Involved in the Plan box.

2. Click the IL Plan button. IL Plan |
The Detail Independent Living Plan window will display. If there
is already an IL Plan created this button will flow to the List Independent Living Plan
window.

3. Click the New icon.

4. Create the Independent Living Plan for the child.

Note: If there is an existing IL Plan the New icon will not be enabled. Any previous
IL Plans would need to be finalized prior to creating a new IL Plan.

5. IL Plans must have Plan/Goals entered and at _ _
least one provided service to update the plan PlanfGoals Provided Service
from ‘Draft’ to ‘Ready for Review’. Provided
Services may be entered for each month that Progress | Status History
the IL Plan is not closed.

Page
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How to Tie the IL Plan (New)
The IL Plan must be tied to the SDM Case Plan prior to finalizing the Case Plan.

To tie the IL Plan to the SDM Case

Plan, follow these steps: ]

1. From the Detail SDM Case P
Plan window, select the '
child for whom the IL Plan
was created from the
Persons Involved in the Plan Yes No
group box.

|| MFOATHIC - Are you sure you want to tie the selected
' Independent Plan #03336262 to the current SDM Case Plan?

The IL Plan button becomes
active.
2. Click the IL Plan button.
A Confirm Save dialog box will appear.
e Select Yes to tie the IL Plan to the Case Plan.
¢ Select No to not tie the IL Plan to the Case Plan.
Note: If there are multiple IL Plans, the List Independent Living Plan window
will display. Highlight the desired IL plan and select the Blue Back Arrow. The
Confirmation window will then display.

The IL Plan can also be tied by highlighting the child in the Person Involved group
box on the Detail SDM Case Plan window and selecting Go to Actions>Tie IL Plan.

When the IL Plan is tied, the IL Plan button will be grayed out, and the Tied IL Plans
button will be enabled.

How to Untie the IL Plan (New)
To untie the IL Plan, follow these steps:

1. From the Detail SDM Case Plan window, highlight the child in the Persons Involved
in the Plan group box.

2. Select Go to Actions>Untie IL Plan.

3. A Confirm Save dialog box will appear.
e Select Yes to tie the IL Plan to the Case Plan.
¢ Select No to not tie the IL Plan to the Case Plan.
Note: If there are multiple IL Plans, the List Independent Living Plan window
will display. Highlight the desired IL plan that is currently tied to the Case Plan and
select the Blue Back Arrow. The Confirmation window will then display.

When the IL Plan is untied, the Tied IL Plan button will be grayed out, and the IL
Plans button will be enabled.

Viewing the CFS Case Plan

The CFS Case Plan is accessed from the Detail Program Case window by selecting
the CFS Case Plan icon. Staff persons will continue to work with these “old” case plans | [rin
until the case plan has been complete. All new case plans should be created through
the SDM Case Plan steps listed previously.
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APS List Investigation Window (Change)

The Assigned Worker ]
field will now accurately | ;
display the name of the E_@ i =
Assigned Worker.

Investigations for this erganization
Begin Date  APS Case Name Type Status Status Begld Assigned W
D6-18-2011  JOE'S PLACE 2 Out of Home Assessme Draft 09-30-2011 JACKIE KIMI

APS Investigation Type-Self-Neglect Assessment (New)

A new investigation type of Self-Neglect Assessment is now available for intakes closed with
a status reason of Accept for Self-Neglect Assessment.

APS Detail Allegations Type (Change)

The Allegation Type of Denial of

Essential Services has been
changed to Neglect. The Denial of
Essential Services will be end dated
and the new term Neglect will
display.

This allegation type, Neglect,
should be used in the same manner
as the Denial of essential Services

File Actions Goto Help

[ L. |[=1(E]

[ o]

Intake Number 372 Type  Adult Protective Services ADD
‘ INTAKE NAME HOMER H SIMPSON OPEN | Consultation Point
~Alleg Inf
Created By Created On Modified By Modified On
Incident Date |[|2—[|1-2[|13 Incident County || ancaster - Incident Location
‘ Alleged Victim HOMER H SIMPSON Living Information
Type -l |l' Self Neglect |

Alleged Perpetrator

PHYSICAL ABUSE
SEXUAL ABUSE

previously was used. Select the Self
Neglect check box if appropriate.

Relationship to Alleged Victim

DENIAL OF ESSENTIAL SERVICES
FINANCIAL EXPLOITATION
UNREASONAEBLE CONFINEMENT

ENT
NEGLECT

BE

APS Detail Allegation Relationship (Change)

Alleged Perpetrator relationships to an
Alleged Victim can now be multi-selected to
show the various roles and relationships
between an Alleged Perpetrator and an
Alleged Victim, i.e. both a Spouse and a Power
of Attorney. Once relationships between an
Alleged Perpetrator and an Alleged Victim

N-FOCUS - Detail Allegation

Fle Actions Goto Help

have been selected they will carry forward to

any subsequent allegations created with the
same persons entered as Alleged Perpetrator
and Alleged Victim.

L. 1L =TE] [
Intake Number 394 Type  Adult Protective Services

‘ INTAKE NAME HARRY OLDENHEIMER CLOSED | Consultation Point

Created By Created On Madificd By Modified On
Incident Date [03-17-2013  Incident County [Douglas = Incident Location
‘ Alleged Victim WILMA OLDENHEIMER Living Information

Type [NEGLECT | I self Negleet
Alleged Perpetrator  HARRY OLDENHEIMER ﬁ'
e

Relationship to Alleged Victim

Sibling

SocialfAging Services Staff

~Finding
Finding

Reason

Finding Date

History

Expungement Date

Case Status Determination

Expungement Entered By

N-FOCUS - Te

Entered On

n-Focus e
04212013 | 11:17
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Deleting and Reopening Investigations (Change)

Deleting Out of Home Assessments, Org. Related Investigations, and APS Investigations in
Draft status and Reopening Investigations in Final status are now options available for select
staff. To delete or reopen an Investigation, use the Action menu and select ‘Delete Investigation’
or ‘Reopen Investigation’ when enabled.

Background Checks for Tribal Foster Homes (New)

With the March 17th Release, when creating a License for a Tribal foster care facility, N-
FOCUS will require that Background Checks be documented in order to set the License to Active
Status. Creating an Approval will not require the Background Checks.

Placement with Parent (Change)

When documenting a placement with

Fle Actions Detal Goto Help

a parent, the name of the child who is EBEEERNT
being placed will no longer display in the

Program Case People selection box.

ADAM APPLE

Name Birthdate

Type GALA APPLE 01-01-1950
'With Parent/Caretake FUJI APPLE 01-01-1996

ROME APPLE 01-01-1950

Where Placed GOLDEN APPLE 08-04-1994
Organizal
Parent/Caretz [jl
Parent/Caret: T I
0K | Cancel Help L

|—S|atu5 Information—

Reopen Closed SDM Households (Change)

Supervisors and Administrators are now able to reopen Closed SDM Households when the
SDM Household was closed in error.

CFS Training Desk Aids New Location (Change)

The CFS Training Desk Aids can now be accessed through the DHHS Intranet Home Page.
To access these documents, follow these steps:

1. Open the DHHS Employee Intranet Home Most Popular Content

Page. .
2. Click CFS Home EHH;S n tl;e Mews
e Located under the listing of Most Popular _ }ie . ?:S-lt:-':::ri:;ﬁ.
Content

CFS Home
Human Resources Home

e The CFS Home Page will open
3. Click the Child Welfare Juvenile & Protective
Service link
e This link is located on the left side of the window Adoption Lifebooks
4. Click the CWIS Training Desk Aid .
e This link is located on the left side of the window APS Policy & _
e The training documents will display Procedure Guide

5. Click the title of the training document you wish to CWIS Training Desk
view. Ajds
6. The Open Document dialog box displays.
7. Click OK
Page
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